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ABSTRACT 



This guide is designed to help Canadian educators, in 
partnership with their communities, organize and operate off-campus education 
programs that provide meaningful experiences for students. It outlines 
required and recommended procedures to guide school authorities as they 
implement off-campus education programs in both core and optional subject 
areas, including academic subjects, career and technology studies, and fine 
arts. Section 1, on off-campus education policy, provides background, policy, 
definitions, procedures, and references. Section 2 describes these types of 
off-campus education: community partnerships, work study, work experience 
15-25-35, and registered apprenticeship programs. Section 3 contains 
applicable legislation and regulations. Section 4 focuses on program 
initiation and determination of the focus of the program. Section 5, on 
program management, covers student selection; preplacement orientation; 
employer selection; placement procedures and documentation; monitoring; 
student records; integration sessions; developing a summary of 
competencies/learning plans; assessment and evaluation; and evaluation of the 
placement. Section 6, on safety in the workplace, addresses work station/work 
site inspection and approval and workers' compensation coverage. Section 7 
discusses promoting an off-campus education program within the community, the 
school authority, and the school. Section 8 is on program evaluation. 
Appendixes include a list of 34 additional learning resources and sample 
materials, such as applications, correspondence, reports, agreements, 
evaluations, and promotional material. (YLB) 
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PREFACE 



This Off-campus Education Guide for Administrators, 
Counsellors and Teachers, 2000, replaces the first edition of 
this guide published in 1997. The 1997 guide replaced the 
Work Experience Teacher Resource Manual, 1990. 

This 2000 edition includes a number of revisions and 
additions, including: 

• revisions to the Off-campus Education Policy 

• new samples of Workers’ Compensation Board reporting 
forms (Appendix G) 

• an updated list of Alberta apprenticeship trades 
(Appendix R). 

Off-campus education is an experiential method of learning 
that integrates a student’s classroom studies with on-the-job 
experiences obtained at an employing organization, such as a 
business, government department or not-for-profit agency. 
Off-campus education programs use a set of planned 
educational experiences designed to enable students to 
acquire knowledge, skills and attitudes related to work and 
other life roles through their participation in out-of-class study, 
observation and performance. 

Off-campus education programs are based on a partnership 
amongst the school, the parents, the student and the 
employing organization, with each of the partners sharing the 
responsibility for student growth and learning. 

In Alberta, there are a variety of off-campus education 
programs. These include work experience programs, 
cooperative education, work study and registered 

apprenticeship programs. Regardless of the model used, a 
well-planned program will involve the community in such a way 
that out-of-school experiences reinforce, extend and provide 
motivation for student learning. 

This guide has been prepared to help educators organize and 
operate off-campus education programs that provide 

meaningful learning experiences for students in partnership 
with the community. It outlines required and recommended 
procedures to guide school authorities as they implement 
off-campus education programs in both core and optional 
subject areas, including academic subjects, career and 
technology studies, and fine arts. 
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As well as being available for viewing and downloading 
through the Alberta Learning web site at <http://www. learning 
gov.ab.ca>, this guide is printed in unbound form and 
three-hole-punched; a format that allows for the addition of 
references, forms and notes. It also facilitates updating the 
materials, as necessary. 

Note: The following publications are revised regularly. 
Ensure that the current edition is used when referring 
to legislation, regulations, or policy. 

• Guide to Education: ECS to Grade 12 

• Alberta Learning Policy, Regulations and Forms 
Manual [also on the web site] 

• School Grants Manual. 
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OFF-CAMPUS EDUCATION POLICY * 



BACKGROUND 
Policy 1.4.3 



POLICY 



The Off-Campus Education Program provides an opportunity 
for junior and senior high school students to enhance and 
apply, in real-life contexts, knowledge, skills and attitudes 
acquired through course work. This program is viewed as a 
partnership of student, school and community (i.e., 
businesses, industries, volunteer and other agencies). 
Partnerships provide opportunities for students to explore and 
expand their career interests and aptitudes in meaningful 
activities, situated in community-based work stations, work 
sites and volunteer agencies. 

There is a growing need for expanded off-campus programs 
to complement and enhance current programming in schools. 
These partnerships will ensure students have the knowledge 
and skills demanded by business, gain recognized work 
experience and are assisted in making the transition from 
school to work or from school to a post-secondary institution. 

Students wanting to enrol in Work Experience courses or 
Registered Apprenticeship Program (RAP) courses must be 
under the local supervision of a certificated teacher as 
specified in this Off-Campus Education Policy. Home 
education students are able to enrol for credits in the RAP or 
Work Experience courses provided they are under the local 
supervision of a certificated teacher as outlined in this policy. 
The supervising board of accredited private school is 
responsible for providing, monitoring and supervising the 
program. 

Note: The RAP and Work Experience courses are locally 

developed courses. Students in these courses cannot 
challenge the course since the course challenge 
provision does not apply to locally developed courses. 

Students gain practical experiences related to life skills and 
career opportunities, and can grow in knowledge, skills and 
attitudes by participating in off-campus education programs 
delivered through school-community partnerships. 



* Refer to the Legislation and Regulations section of this document for related acts and codes. 
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DEFINITIONS 



In this policy, 



1 . “off-campus education” means work study, work 
experience programs, registered apprenticeship programs, 
green certificate programs, and cooperative education 
programs. 

2. “work study” means off-campus experiential learning 
integrated with a course undertaken by a junior or senior 
high school student: 

(1) as an integral part of the curriculum of a provincially 
approved school course or program; e.g., English 30, 
Integrated Occupational Program, etc.; 

(2) which is under the cooperative supervision of a 
teacher-coordinator and the employer; 

(3) where no additional credit is given; and 

(4) which is part of community partnership (off-campus, 
job-shadowing, apprenticeship) activities engaged in 
by students. 

3. “work experience” means off-campus experiential learning 
undertaken by a senior high school student: 

(1) as an integral part of a planned school program; 

(2) which is under the cooperative supervision of a 
teacher-coordinator and the employer; 

(3) which constitutes a separate course based on 25 hours 
per credit; and 

(4) which, in the context of Work Experience in the 
Canadian Forces, constitutes a program plan and 
time-frame agreed to by the school, the student, the 
parent and the Canadian Forces. 

4. “registered apprenticeship program” means experiential 
learning undertaken by a senior high school student: 

(1) as an integral part of a planned school program; 

(2) which is under the cooperative supervision of a 
teacher-coordinator and the employer; 

(3) where a student is a registered apprentice; 

(4) where the program meets the statutes and regulations 
relating to apprenticeship training; and 

(5) which constitutes a separate course based on 25 hours 
per credit. 

5. “local supervision” means that the responsible school 
authority has assigned a certificated teacher to provide 
face-to-face support and assistance, for each student 
engaged in off-campus education, and to ensure that each 
part of Procedure 5 in this policy is completed. 
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